
AMC’s Showcase Wing…Executing Rapid Global Mobility

Introduction to

Comptroller 

Services Portal

(CSP)

375th Comptroller Squadron



AMC’s Showcase Wing…Executing Rapid Global Mobility

Overview

• What is CSP?

• Creating a Profile

• Submitting an Inquiry

• Exploring Knowledge Articles

• Known Challenges and Current Workarounds
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What is CSP?

• CSP is an automated incident 

management application that allows 

customers to request and receive online 

assistance from their servicing 

comptroller squadron (CPTS).

• Integrated workflows that assist with:

• Military Pay (MilPay)

• Civilian Pay (CivPay)

• Travel Pay

Benefits

• 24/7 Access

• PII Protected

• Transparent & Traceable Inquiries

• No More Lost Docs

• Links to FAQs/Knowledge Articles

Required

• Internet Connection

• CAC-enabled device

• Creation of a CSP Profile

• “us.af.mil” email address

Not Required

• Specific Connection to AFNet

Supported Browsers

Google Chrome

Microsoft Edge

Internet Explorer
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Creating a Profile

https://usaf.dps.mil/teams/SAFFMCSP/portal/SitePages/Home.aspx

Step 1 - Navigate to this link: Step 2 – Click 

on “PROFILE”
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Creating a Profile

Tip: Hover mouse cursor over “info” symbol for a popup explanation of what is required.

Will typically auto-populate, but 

must use “us.af.mil” email address
Step 3 – Fill in Personal Details
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Creating a Profile

Step 4 – Scroll down and 

input PAS Code. Other fields 

should automatically 

populate.

Step 5 – Click “UPDATE,” and 

you will have successfully 

created a profile!
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Submitting an Inquiry

Step 1 – Click on 

“CREATE INQUIRY”

• Inquiries are a traceable and 

trackable means of 

communicating with your local 

CPTS; uploading pertinent 

documents; and receiving 

service for MilPay, CivPay, and 

Travel Pay issues.
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Submitting an Inquiry

Step 2 – Enter a Title 

for your Inquiry

(e.g. “Help with FSA”)

Step 5 – Enter a 

description of your issue

Step 3 – Select “Military 

Pay,” “Civilian Pay,” or 

“Travel Pay” from the 

“Category” menu
Step 4 – Select the most 

appropriate topic in the 

“Sub Category” menu

Step 6 – Upload 

pertinent/supporting 

documents

NOTE: CPTS can only see 

files uploaded in this section -

DO NOT use upper right “MY 

DOCUMENTS” tab to submit 

items related to inquiries
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Submitting an Inquiry

Step 7 – Scroll to the bottom and click “SUBMIT” if you’re ready or 

“SAVE AS DRAFT” if you need to gather additional data
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Submitting an Inquiry

Step 8 – Once you submit, you will be 

redirected to the following Dashboard page 

that indicates the status of your inquiry.

NOTE: Though you can submit an inquiry 24/7, 

response time is dependent on existing CPTS 

technician workload. Your inquiry may take up 

to 3 business days to process. Check back at 

the Dashboard often!
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Submitting an Inquiry

0-3 Business Days 15-30 Calendar Days

Customer 

submits inquiry 

via CSP to 

local CPTS

CPTS forwards completed 

package to Air Force 

Financial Services Center 

(AFFSC @ Ellsworth AFB)

OR

CPTS notifies customer of 

additional 

action/documentation 

required

AFFSC processes 

customer package

OR

AFFSC returns 

package for additional 

action/documentation

CUSTOMER PAID

Inquiry with CPTS Inquiry with AFFSC

NOTE: Customer is responsible for checking CSP for required updates/action until payment is received --

Failure to do so may result in delayed processing and/or payment

Typical Inquiry Submission to Customer Payment Timeline
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Exploring Knowledge Articles

Step 1 – From the home 

screen, click on the 

“Knowledge Articles” tab

Step 2 – Click on the 

“More” link

NOTE: Knowledge Articles are 

CPTS-generated content that 

answers FAQs. Chances are, if 

you have a question, you’re 

not the only one asking it, and 

it will be addressed in a 

Knowledge Article.
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Exploring Knowledge Articles

Step 3 – Manually search for articles under respective 

“Categories,” OR type key words into the “Search” bar. Click 

on any articles to the left that might answer your question
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Exploring Knowledge Articles

Step 4 – If your answer isn’t 

in the Knowledge Articles, go 

back to the home screen and 

click on the “Q & A” tab

Step 5 – Click on “ASK A QUESTION,” fill out 

the applicable fields, attach any necessary 

documents, and click “SUBMIT.” Questions 

can take up to 3 business days to receive an 

answer from a technician.
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Known Challenges and Current 

Workarounds
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Known Challenges and Current 

Workarounds

Thank you for using Comptroller Services Portal (CSP)!  

This service provides contactless, streamlined efficiency that will 

improve the speed with which your transactions are processed.


